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1, PORPOZE

Tais instruction is déeigned to seteblish a provsdure: for the standardi-
sotion of personnel muvagement snd vareer sorvice records W thin the
Senior StafPs and Ared ldvisions of the domsstio hesdguariers of the
lendeptine Services.

2. FROCEDURE
8. Personnyl management sestions of Senior Staffe and Ares flvisions

will consolidate and revise £1 existing Jdate onto twe vecords

{uowples mbtached):

(1) Flezoline Strip Fils and Loeator (Attschment A)e

(2). Employee Tata Card, Agency Form No. Lb(2), {(attachment B)
utilising the Feployes tats Card Marker Flag (Atbtachemant C)
wheve appropriata.

be Caveer Jerviece Bosmls will comsolidute, revise, snd/or establish
thelr date onto two records (semples atbached):

(1) mjmxm stelp File in Orgenizational Sequence (Attschannt
Dle

(2) Flexoline Strip Pile by Grade snd Tate of Last Premotion
{Attaghment B). \ ‘

#hen required, Cavesr Sevvice Boards will utilize the data availeble
in 2a(2) abow.

3, BESPOMSIBILIVE

ae ALl persovmel sections of Jenler “taffe and Ares Divisions are
roquired to transeli asbtion coples affecting or concerning suployens
to the Agenoy Personnel Uffice for inclusion in the offdicial
Tarssmmel ¥ile Folders.

be mquww to the Agenoy Porsomael Uffice for Offlcisl Peronnel Fils
Folders will be honored only whon made by suthorised DO/F personnsle

PHABE O, QISHER -
Deputy Myeotor (Piens)

25X1
Chief of Adednjetwation
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FLEXOLINE STRIP FILE AND LOCATOR—PERSONNEL MANAGEMENT
(IN ALPHABETICAL SEQUENCE)

‘ NAME W GRADE | No. OSITION INVENTORY | rype | CAREER DESIGNATION | ROOM NUMBER | BUILDING | PHONE mJ
LOCATION
25X1 /—Slack and Drawer of Position Inventory “
White Strip

I | H 12 l BV3 l 86 | D I fl I 2390 | K 1 9175 J/\Denoﬁng Staff Employee

( True Name )

‘\ Domastic, Domestic Field, or Foreign Field
T/O Code and Position Number

25X1

Denoting Staff Agent
(Pseudo)

LSecond Number Reference to Numerical True Name File

Blue Strip

Denoting Military

\(A) Army, (AF) Air Force, or (N) Navy
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ApprovedForRetease 20067/t

EMPLOYEE DATA CARD
VISIBLE RECORD FILE FOR PERSONNEL MANAGEMENT

(FRONT VIEW & INSIDE OF TOP FLAP)

27. PRIOR WORK EXPERIENCE
NAME OF ORGANIZATION TYPE OF ORGANIZATION POSITION TITLE & SALARY DATES OF EMPLOYMENT

FROM TO

26. FOREIGN LANGUAGE CAPABILITIES (INDICATE FAIR, GOOD, OR EXCELLENT)
LANGUAGE SPEAK READ WRITE

25. RESIDENCE IN FOREIGN COUNTRIES

Cut "\‘ Fold over -'-\‘

24. AGENCY COURSES ATTENLED

TITLE DATE COMPLETED EVALUATION

23. EDUCATION

i

!

GRAMMAR SCHOOL  |__] HiGH scHoot | COLLEGE (NO. OF YRS. ATTENDED) | i
INTELLIGENCE SCHOOLS ATTENDED LEGREE:  BACHELOR |_J '
MASTER ;

DOCTORATE .

]
22. PERSONNEL EVALUATION REPORT DATA ’ !

21. EMERGENCY ADDRESSEE (NAME, ADDRESS, TELEPHONE NO.)

17. ADDRESS CHANGE 18, TELEPHONE CHANGE 19. DATE OF OVERSEAS ARRIVAL | 20, MED. LIMITATIONS

13, HOME ADDRESS . 14, TELEPHONE NO. 15. MARITAL STATUS 1. NO. OF DEPENDENTS

11. CLEARANCE 12. TYPE

s CJF JoaJaQ

JATE OF BIRTH[ 7. CSC STATUS | 8. VETERAN'S PREFERENCE | 9. EOD AGENCY |10. CAREER DES.

3a [CON [JaF

LAST NAME — FIRST NAME— MIDDLE INITIAL 2, CODE [ 4. POSITION NO. | 5. GRADESTEP
1 3 5 7 9 11 13 15 19 21 23 25 27 29 3l / A s o N D
L o . L 1 " 4 Il 1) |’ 1 i [1 1 1
_m [ 2 | _ L _ess_ I _ 72
25%11A9a Slot for sliding scale o
(This tab for typing: can be torn off, folded under, or folded up to renew name line)
~
Double color sliding tab to indicate: Sliding orange scale and tab Blue tab to indicate
Green - in training for date of overseas rotation physical location overseas

Red - due for training

==SECRET
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~/ ~
== SEERET

VISIBLE RECORD FILE FOR PERSONNEL MANAGEMENT
(BACK VIEW AND OUTSIDE OF TOP FLAP)

—— — — — — — — — ——— ——— — — — —— — — — — — — v— — — — — — —— — — b o —— e e ] — — o ——— ]
1. LAST NAME— FIRST NAME—MIDDLE INITIAL ‘l; CODE| 3. PQOSITION TITLE 4. POSITION NO.| 5. GRADE-STEP
33. REMARKS :
i
i
i
g
:r——-————-——————_-——— ————————————————————————————————
‘|28. NATURE OF AGENCY 29.EFFECTIVE| 30. ’ 31. 32. ORG. DESIGNATION &
i ACTION DATE POSITION TITLE AND NUMBER GRADE & SALARY OFFICIAL STATION
|

! F°RM;3'53' 4b (2) EMPLOYEE DATA CARD

—SECREF—
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EMPLOYEE DATA CARD MARKER FLAG

dOM1

INIWNOISSVIY
PROMOTION

SEPARATION

Note: Reverse side can be printed with 8 additional types of action
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DD/P PERSONNEL RECORDS

FLEXOLINE STRIP FILE AND LOCATOR — CAREER SERVICE BOARD
(IN ORGANIZATIONAL SEQUENCE)

ROOM
ORGANIZATION ] NAME l NO. l GRADE DEEIA(?"Ei?ION TYPE NUMBER BUILDING PHONE EXT. ’
FI 36 7 F j D 160 s 320
T T
Fl 49 5 fi ) 160 s 320
[
25X1 \_/Posifion Number

/—Primary and Secondary (if combined)

R e RN EY |
LRed slide indicating:

Mission Chief, Station Chief, Statf & Division Chiefs,
and Their Deputies or Branch Chief

SEERET"
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White Strip
/—\Dmoﬂng Staff Employee
(True Name)

Buff Strip
nofing Staff Agent

(Pseudo)




M@pgﬁgﬁéﬂ/%C%|§[5§DP57-00042A000100270002-7
FLEXOLINE STRIP FILE AND LOCATOR—CAREER SERVICE BOARD
(BY GRADE AND DATE OF LAST PROMOTION)

CAREER

NAME DESIGNATION

' GRADE-STEP

DATE OF LAST PROMOTION ORGANIZATION I SLOT NO.

25X1

L 18 ’ 20 Nov. 1950 I J I_L Fi/Adm. | fI I 1 l D j/—\

\/ Nete: Do nof enter periodic increase date

25X1 . T/O Position Number™

16-2 27 Jun 1950

Primary and Secondary (if ;:ombinod)
25X1 4

L 124£-‘3 Aug 1953 I | | l FI/TSS l WE I 35 , DF

‘; Red slide indicating:

80 FIce Indlcaling:
Mission Chief, Station Chief, Staff & Division Chiefs,

and Their Deputies or Branch Chief

CRET
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White Strip
Deaoting Staff Employee
(True Name, )

Buff Strip
Denoting Staff Agent
(Pseudo)




